Job Action Sheet

Interpreter/Translator

Level 2 (Non-licensed)

Interpreter/Translator
Site: 


Position Assigned To:


Job Shift(s):


You Report To: Lead Education and Special Needs Manager

Mission:
To assist staff and patients with any complications due to language barriers or lack of cultural competency and to ensure a smooth process for those non-English speaking patients and clinic staff.
Qualifications:
Non-medical, proficiency in both English and another language for translation, able to stand and walk for extended periods, required training, required vaccine/prophylaxis
Possible Candidates:

__ MRC Level 2 Interpreters

__ SCHA Interpreters

__ Other community interpreters as available
Equipment:

__ Vest/ ID Badge

__ Copies of all forms and educational materials in English

__ Copies of forms and educational materials in other language if available

__ Pens

__ Clipboards

__ Blank notepad

__ Language dictionary if available
Initial Action:

__ Put on ID badge and vest/uniform shirt

__ Arrive at assigned site when notified and check in with Lead Education and Special Needs Manager.

__ Read this entire Job Action Sheet.

__ Obtain orientation and familiarize yourself with all clinic areas.

__ Review and become familiar with all forms and educational materials to enable easier translation.

__ Provide translation of forms and materials if possible.

__ Maintain contact with Greeter, Registration, Educator staff and Clinic Manager, so they are aware of your availability to interpret.
Primary Duties:

__ Requests for interpretation may come from Greeter, Registration staff, Educator or Clinic Manager.

__ Greet the client, introduce yourself, and explain that you are there to provide interpretation to help them through the clinic process.

__ Interpret as exactly as possible the words of both clinic staff and the client to ensure that all information is given and received accurately.

__ Interpret all verbal instructions, questions, education, and written material.

__ Provide assistance with forms.  Clinic staff may need to verbally ask for the information on the form and write in the information given by the client.

__ Accompany clients through each station of the clinic process as needed.

__ Educate clinic staff of important cultural differences that could be critical when helping non-English speaking patients.

__ Refer distressed, upset and anxious clients to the Counseling & Support area.

__ Request additional forms and other supplies from Supply Manager/Assistant Runner.

Deactivation Phase:

__ Re-pack supplies conveniently for next clinic and notify Supply Manager of any supply needs.

__ Assist with the tear down and clean up of the area.

__ Check out with Lead Education and Special Needs Manager.

__ Identify issues for debriefing report.

__ Participate in debriefing sessions at shift change or close of clinic.
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